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Laws 2012, Chapter 296 (the State Budget Procedures Budget Reconciliation Bill) now requires all state agencies to develop, submit,
and post a five-year strategic plan. Budget and strategic planning for fiscal year 2014 will now consist of four major submittals:

e Budget Request (BUDDIES)

e Federal Grants (CLIFF)

e Agency-level Five-Year Strategic Plan (AZIPS)

e Program and Subprogram Master List Information (AZIPS)

Because many of the required strategic-planning data elements have been previously contained in both the Master List submission
and the Five-Year Plan, OSPB is streamlining them into one document entitled the Five-Year Strategic Plan. This plan will be published
in the Master List of State Agencies and the agency-level elements of the plan will be posted as the agency Five-Year Plan.

The new plan will combine and expand the agency-level strategic issues section of the former Master List submission into an agency-
level five year plan. The program and subprogram submissions will not change. At OSPB, the agency submittals will be summarized
and incorporated into a State-level five-year plan.

Due to the change in requirements for this year’s AZIPS submission, all agencies are being granted a deadline extension for AZIPS
until October 1, 2012.

Continuing the work you have done in recent years to increase government’s efficiency will require continued careful planning and
the opportunity to thoroughly consider decisions prior to implementation. The Five-year plan will provide that opportunity at the
State, agency, program, and sub-program levels. I encourage you to make full use of this important tool and process.

If you have any questions about the strategic planning process please visit the strategic planning section on our website, or contact
your OSPB analyst.
Sincerely,

]o% Arnold, Director



http://www.azospb.gov/StrategicPlan.asp
http://www.azospb.gov/contactus.asp




Table of Contents

Overview
What's NeW........coovviiiiiiiiiiiiieeeeees 1
TrainiNg .oooovveeiiiee e 4
Planning Calendar ..............ccccevvvvvnnnnn. 5
System Installation ............ccceevvvvviinnnnn. 6
Publishing Requirements ..................... 7
Planning Terms ........ccccceeeviieeeeeeeeiiiinnnn, 8
Planning Hierarchy .............ccccccvvvinies 10
Requesting Structure Changes........... 11
AZIPS
Major Forms and Reports ................... 12
Main MeNU ...........euvvvvvvvieiiiiiiiiiiiiiinnanns 13
Update Plans
AJENCY .oviiiiiiiiiiie e 16
Program and Subprogram ............. 19
GOoalS e 22
ODbjectives .......cccevvvvviiiiiiiieeeeeeeeens 23
Performance Measures................... 24
Plan Funding ........ccccccevvviiiinininnnnn. 27
Explore Plans .........ccccciiiiiiiiieiiinen, 29
5-Year Strategic Plan.......................... 36
REPOItS .o 37
Check Data...........uuvvvmviiemiiiiiiiiiiiiinnnns 41
Submitto OSPB ......ccvviiieieiiieeeiiinn, 43
Planning SUNVeYy .........ccccccvvvevveinnnnnnns 45
ULIIHLIES e 46

Frequently Asked Questions................ 47




Overview — What’s New, Consolidating the Five-Year Plans and the Master List Submissions

Laws 2012, Chapter 296, the State Budget Procedures Budget Reconciliation Bill (Budget Procedures BRB), requires that
all budget units, excluding the House of Representatives, the Senate, and those that report to the legislative or judicial
branches, submit a five-year strategic plan. Previously, A.R.S. §35-122 required only annual budget units to submit a five-
year strategic plan. The Budget Procedures BRB requires the Director of the Governor’s Office of Strategic Planning and
Budgeting to determine the contents of the five-year strategic plan.

With the consolidation of the Master List of State Agency Programs and the Five-Year Strategic Plan into a single
document that retains the name Five-Year Strategic Plan, agencies are encouraged to consider how their program-level
goals and performance measures can be used as a benchmark for a strategy in addressing agency-level strategic issues.

While the Five-Year Strategic Plan is becoming an all-inclusive document, it can be thought of as being composed of two
parts as it is being compiled: the agency-level plan and the planning details of each of the programs and subprograms.
The agency-level plan can be produced in almost any software (though MSWord would be best) and inserted into AZIPS.

To insert the Five-year Plan file in AZIPS, select the Five-year Plan button on the main menu, then insert the file into the
large box in the center of the screen. The agency program and subprogram information is entered into AZIPS in the same
manner as in previous years. Office 2007 users may encounter an error message, “word cannot start the converter
mswrd632.wpc”. This is due to Office 2007 word documents being incompatible with the system. Before insertion, save 5
year plans in Word 97-2003 (.doc) format.

Agency-level Strategic Plan - Required Elements

Agency-level plans must include the following agency-level items:

e Mission Statement

e Agency Description

e Strategic Issues

e Strategies

e Resource Assumptions
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Mission Statement and Agency Description

A mission statement summarizes an agency’s reason for being and should be central to everything an agency does. An
effective mission statement should usually be just one phrase that is easy to remember—a statement of purpose that all
agency staff are familiar with. Agency descriptions provide a brief explanation of what the agency does, whom it serves,
why it is needed, and how it works. Agency descriptions should avoid the use of technical terminology, abbreviations, and
acronyms that would be unfamiliar to the lay reader.

This mission statement and agency description have been and continue to be a part of AZIPS for the agency. They should
also be a part of the agency-level, five-year plan.

Strategic Issues

Strategic issues should focus on the key challenges and opportunities facing the agency. For each issue, outline the
situation, explain why it is an issue, and how the agency plans to address it. Strategic issues often develop in response to
resource limitations, new alliances, customer concerns, audits, needed competencies, and other external forces.

Strategies

A strategy is a specific course or method of action that will be undertaken to address a specific strategic issue. To be
viable, a strategy must reflect available resources such as funding and employee capacity.

Resource Assumptions

A.R.S. 8§ 35-122 requires “Resource assumptions shall include the number of full-time equivalent positions and budgetary
data, including all funding sources categorized by General Fund, other appropriated funds, non-appropriated funds and
federal funds that are required to support the strategic plan.” Budget units must provide aggregate agency level FTE and
funding information for each fund type. For FY 2013, include appropriated amounts and estimated non-appropriated and
federal funds expenditures. Also include budget request figures for FY 2014 for each of the fund types and estimates
moving forward through FY 2018, as shown in the sample chart below. Be sure to add a brief explanation of any
assumptions used to determine changes in future financial resource needs.
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Resource Assumptions (agency level)

FY 2015

FY 2014 Budget
FY 2013 Budget Request or FY 2016 FY 2017 FY 2018
Appropriation Request Estimate Estimate Estimate Estimate

Full-time-equivalent (FTE)
Positions

General Fund

Other Appropriated Funds

Non-Appropriated Funds

Federal Funds

Total Agency Funds

Posting the Five-year Plan to the Web

As in previous years, the Five-year Plan showing the agency-level information is to be posted to the agency’s website by
January 1%,

In addition, OSPB will include the agency-wide information with the program and subprogram information on OSPB’s
website.
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Overview — Training

OSPB offers classes for state agencies to better understand:

AN N NANAN

Registration:

Class dates:

Prerequisite:

Five-year Plans

Requirements of the Master List of State Government Programs publication
Planning terms, due dates and common practices

What information to enter, what reports to run and what to submit

How planning relates to individual agencies and other specific questions

Email or call Pam Ray at OSPB at pray@az.gov or 602 542-5381

Tuesday July 10, 2012 1:00 — 3:00
Tuesday July 12, 2012 1:00 — 3:00
Tuesday July 17, 2012 1:00 — 3:00

All classes will be held at OSPB, 1700 West Washington, Phoenix. OSPB is in the Executive Office Tower
and has recently moved from the fifth floor to the sixth floor.

OSPB will also be compiling a list of agency personnel outside the Phoenix area that express an interest in
an online version of the class. Interested parties should contact Pam Ray at pray@az.gov or 602 542-5381.

This training class is not intended for the instruction of basic information about the Arizona State Strategic
Planning Process Model. It is recommended that new state planners with no prior planning experience
reference the Managing for Results—Strategic Planning and Performance Measurement Handbook on the
OSPB website.
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Overview — Planning Calendar

July 10, 2012
1:00 — 3:00

July 12, 2012
1:00 — 3:00

July 17, 2012
1:00 — 3:00

Oct. 1, 2012

Oct. 31, 2012

Jan. 1, 2013

Training

Training

Training

One-time, Extended Deadline

Deadline for Changes

Posting

Strategic Planning submissions for Five-year Plans and the
Master List of State Government Programs, including the Arizona
Integrated Planning System (AZIPS)

Strategic Planning submissions for Five-year Plans and the
Master List of State Government Programs, including the Arizona
Integrated Planning System (AZIPS)

Strategic Planning submissions for Five-year Plans and the
Master List of State Government Programs, including the Arizona
Integrated Planning System (AZIPS)

OSPB Director has approved a one-month extension for all
agencies. This extension is only for this year. Also, no
extensions will be granted beyond October 1.

Last day for any agency-originated revisions; any revisions after
this day must be requested by the OSPB Director

Agencies are required to post the Five-Year Plan on their
website.
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Overview — System Installation

There are some important considerations for the installation of the AZIPS system. The actual installation doesn’t require
technical assistance, but some thought is needed. Install AZIPS right away so it’s ready when you are.

AZIPS is designed for specific fiscal years so it needs to be installed each year.

The installation process creates a desktop shortcut that must be used to open the system. This shortcut checks for
system updates and will automatically upgrade AZIPS.

The system is composed of two Microsoft Access files. One file contains the data and the other contains the program. If
there’s more than one user or computer, the data must be located on a network and copies of the program must be
placed on the local drive of each computer. This configuration is strongly recommended for all installations so your data
can be backed up by your IT staff. The installation process guides you through these steps.

IT Configuration Considerations:
e Each user must have read/write/execute access to the folder where the data file is stored on the network.
e [Each user must have a copy of the application on their local drive with read/write/execute access.
e If the network location is changed in any way, each user will have to have their installation reworked to ensure
continued access/connection to the data file. Call OSPB’s System Support at 542-6573 or 542-5381 if this is your
situation.

User Considerations:
e Additional users will need to be added to the system so that they will have a properly configured connection to the
data file. Do NOT re-install the system. The install will tell you how to properly add additional users.
e Users changing computers will likely need to be added as a new user to AZIPS. Call OSPB’s System Support at
542-6573 or 542-5381 for help.
e All users have full access to the data. The system doesn’t provide different roles/responsibilities for individuals.
AZIPS lets you share your reports with those who don’t have the system installed.

OSPB has prepared an installation document which provides step-by-step instructions for users without prior experience.
Copies are also available at all training sessions or by requesting it from ospbadmin@az.gov.
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Overview — Publishing Requirements

Financials: Virtually all agencies have budget (BUDDIES) and planning (AZIPS) structures that are aligned and don’t
submit financial information in AZIPS. AZIPS knows which agencies require the input of financial information or not. Only
AHCCCS, the Board of Regents, Community Colleges, Judiciary and the Senate are unaligned and need to reconcile their
financials in AZIPS and BUDDIES.

Budget Measures: The Executive Budget publication includes selected performance measures to be highlighted in the
budget. Ideally, these measures would be items that are most reflective of an agency’s mission critical operations and
associated performance.

In order to provide continuity from year to year OSPB “locked” certain measures within AZIPS to ensure the measures will
be reported on each year. Users can’t delete these “locked” measures. Agencies will only have the capability to update
these measures. Any changes to the wording of the measure (clarification or change of methodology for data collection),
or the addition or deletion of measures will follow a formal process, described below, that will require OSPB approval and
action. The measures that have been “locked” are a combination of measures selected by the agency in prior AZIPS
submissions and ones clarified, chosen, or created by OSPB analysts to most accurately reflect agency performance.

Agencies should use AZIPS to request additions, changes, or deletions from OSPB for budget related performance
measures. This can be done by including the new description on the performance measure form. In the request, be
specific about how the new/revised measure should read. If a measure should be deleted, have the changed wording say
“This measure should be deleted.” In all cases, provide strong, specific arguments about why the change is necessary.
OSPB will review the request and inform the agency of approved changes and make the necessary changes before
publication.

Submittals: Besides five hardcopies, agencies are asked to eFile their AZIPS data to OSPB. OSPB will e-mail you when
we’ve successfully loaded your agency’s data into our centralized database for review. Revisions also require the same
number of hardcopies as well as an updated eFile of the data. For agencies that reconcile their financials in AZIPS and
BUDDIES, a revision from BUDDIES may require a corresponding update and revision from AZIPS. Submittal instructions
are included on page 42.
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Overview — Planning Terms

AZIPS uses the following terms in agency-level planning:

Mission Statement — a brief statement of purpose and reason or the public benefit for the existence of the agency
When writing a mission statement, consideration should be given to these questions:

(1) Who are we? (2) What do we do? (3) For whom do we do it? (4) Why do we do it? Agency mission statements
should be based upon the public policy or statutory authority for the existence of the agency.

Description — a summary of the agency’s major duties, responsibilities, and customers served. Also, be sure to
note whether other agencies are involved in jointly administering or coordinating cross-cutting governmental activities
and who the agency works with to accomplish those programs.

Strategic Issues — Strategic issues should focus on the key challenges and opportunities facing the agency. For
each issue, outline the situation, explain why it is an issue, and how the agency plans to address it. Strategic issues
often develop in response to resource limitations, new alliances, customer concerns, audits, needed competencies,
and other external forces.

Resource Assumptions — Agencies will need to project resource needs through FY 2018.

Important Note: Agencies are required to ensure that total agency appropriated, non-appropriated, and federal
funds match or align with what is reported in BUDDIES and CLIFF. If the financial information
does not tie, the submittal will be sent back to the agency for correction.
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Overview — Planning Terms (continued)

AZIPS uses the following terms in program and subprogram level planning:

Mission Statement — a brief statement of purpose and the reason for the existence of the program, or subprogram
When writing a mission statement, consideration should be given to these questions:

(1) Who are we? (2) What do we do? (3) For whom do we do it? (4) Why do we do it? Program mission statements
should be based upon the public policy or statutory authority for the existence of the program or subprogram.

Description — a summary of the program’s major duties or subprogram’s major duties, responsibilities, and
customers served. Also, be sure to note whether other agencies are involved in jointly administering or coordinating
a particular program or subprogram.

Goals — the desired end results, generally after three or more years. The program and subprogram operational
plans should include goals that reflect strategic directions, any internal plans to increase efficiency or effectiveness,
and primary activities.

Performance Measures — used to measure results and ensure accountability. Performance measures provide a
basis for assessing the successful achievement of the program and subprogram goals. For internal purposes,
agencies will need to ensure that an adequate, but manageable, number of performance measures are collected.
However, agencies should use the flexibility of the planning system to choose key outcome-oriented measures for
inclusion in the Master List.

Funding Information — For unaligned agencies, a summary of total program and subprogram FY 2012 actual
expenditures—through the 13th month, FY 2013 appropriation and FY 2014 budget request for all fund sources.
Aligned agencies will not need to enter this information into AZIPS.

FTE Position Information — For unaligned agencies, a summary of the estimated total fund (appropriated and non-
appropriated) FTE positions for the agency, and each program and subprogram for FY 2012 through FY 2014.
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Overview — Planning Hierarchy

AZIPS has been organized in a hierarchical planning structure. The Update forms are designed so that at any level you
can select a planning element at a lower level or return to the parent level. Some levels of the planning structure aren’t
needed by certain agencies, depending on the complexity of the organization. The diagram below outlines the planning
levels. Plan information is entered at each of the agency’s appropriate levels.

Agency

As part of the agency-level plan, the following agency-wide elements
Agency-level Plan are required: mission statement, agency description, strategic
issues, strategies, and resource assumptions

An agency usually has one or more programs. Each Program may have multiple sub-
Program programs or none.

Every sub-program must have at least one goal. For programs
Sub-program without sub-programs, every program must have one or more goals.

Every goal must have at least one objective, even if the
Goal objective is just a default (“placeholder”) objective.

Every objective must have at least one
Objective performance measure. Objectives are not
published in the Master List.

Performance Measure

Every agency must have at least one goal, objective, and performance measure. AZIPS is configured for each agency’s
programs and sub-programs during installation.

The planning level ‘Objective’ is an optional level for all agencies. Although it is optional, a “default” objective is needed to

link Performance Measures to Goals. Many agencies find it helpful to write objectives and have these available for internal
(agency) use.
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Overview — Requesting Changes to Budget and Planning Structures

As part of the Program Budgeting mandates, virtually all agencies have identical budgeting and planning structures such
that programs and subprograms are based on the mandated functions of each agency.

In recent years, the mandates of several agencies have changed enough that the budgeting and planning structures may
need changing.

If an agency believes structure changes are required, requests should be made to OSPB by November 1 for evaluation,
for the following year’s budget and planning submissions.

OSPB does not undertake structure changes lightly. Structure changes are intended to provide a long-term foundation for
goals, performance measures and budgets over time and should withstand changes in agency management. However,
structures should be updated as State, judicial, or federal mandates change.

The first step in pursuing structure changes is to contact your OSPB analyst.
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AZIPS — Major Forms and Reports

The following is a pictorial representation of the Arizona Integrated Planning System (AZIPS). All of the forms and reports
will be discussed in the instructions that follow.

Main Menu |
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Update Plans

Update Plans vs. Explore Plans

Agency Info. |

Program Info.

I
| Subprogram Info. |

I / I

Plan Funding

Goal Info.

Objective Info

Performance Measure Info. |

/ |

v

Explore Plans W

Reports

AZIPS has two methods of
navigating within the planning
hierarchy. The Update Plans forms
are good for walking through the
structure and updating every
planning element. The Explore
Plans form is good for jumping to
specific planning elements for
update or review.

Check Data

Planning Survey

Master List J

Agency List J

Budget MeasuresJ Plan Funding J Revised PM Descriptions,J

Submit to OSPB

Contact Info.

Utilities

12




AZIPS — Main Menu

Make sure you've opened the right

Main Menu - Azips14 Ver, 111 AZIPS for this year. Agencies will
Database Tools see a three year range except for
o7 | - | == === NPk .../] those appropriated a biennial budget
: ' ]| =B save | ON even numbered calendar years,
view )| Fa srmat painter ||| B £ B |EH- | = = M o /o | when a four year range is
| & ] I appropriate. AZIPS will display the
| » | ‘;T:’L“Pf:m;f Arizona's Integrated Plaafiing System (AZIPS) ear_| | correct years for your agency.
and Budgeting in Menu
HEA Depagment of Health Services EXIT will close the system. All your
The top Ilne indicates . work is automatically saved.
what version of AZIPS is [iipdate Bians ETE R TErli e

currently running.

data for fiscal years

I Explore Plans 2012 through 2014

Click on the link: contact your Analyst
Or, call the OSPB office at (602) 542-5381

Utilities

|
Sometimes When you e e | The statutory due date is The number Of days to SmeIt by
9/1/2012. However, all
open AZIPS, the system I | e will count down as a reminder.
i Reports tedd tension t

may need a few minutes Ak
updates to a new I . | ilabl helo if h
version Planning Survey available to help if you have

- I Submitto OSPB | auestions on how to use AZIPS.

Need help?

The name of your
agency will appear here.

n Pane
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AZIPS — Main Menu (continued)

Update Plans

Edit planning hierarchy elements; information such as contact information, mission statements,
descriptions, goals, objectives, performance measures, and funding (for unaligned agencies
only) need to be reviewed and revised as necessary; this is where new planning elements can be
added.

Explore Plans

Provides an outline of your planning elements in a hierarchy; hierarchical levels can be visible or
hidden; you can quickly navigate through your plan without drilling through hierarchy levels, one
level at a time, as you do when using the Update Plans forms; this lets you “jump” to any part of
your plan making it easy to update and review information.

Explore Plans also allows the rapid reorganization of goals, objectives, and measures within the
hierarchy. Within Explore Plans, the Move Mode allows for reorganization of specific planning
elements using a step-by-step approach. The hierarchy levels are additive in nature (relational)
building from programs at the highest level to performance measures at the lowest level of the
hierarchy; therefore, movement is restricted by the relationship of the items in the hierarchy.

A Delete Mode is also available.

5 Year Strategic Plan

Attach an agency 5 year plan as a word document.

Reports

v Master List

v’ Agency List

v' Budget Measures

v’ Plan Funding*

v Revised PM Descriptions

*The Plan Funding report is only available to the few unaligned agencies.

Five-year Strategic Plans Reporting Instructions — AZIPS Users Guide July 2012 14




AZIPS — Main Menu (continued)

Check Data

Provides a preliminary check of the AZIPS data prior to submitting to OSPB; you should still review
your reports to be sure everything looks complete

Planning Survey

The OSPB survey gets your feedback on all aspects of planning from training to support and ease of
using the system to complete your plan information.

Submit to OSPB

Provides different methods to submit your data to OSPB; data file submittals are required with every
hardcopy submittal, including all revisions; the primary submission method is eFile.

Utilities Find where the system data and your copy of the program files are located. Make copies of your
data file as a backup. Get instruction on how to add additional users to your system. You may be
instructed to open the administrative features during a call from OSPB System Support.

Exit This will automatically save all your work to the database and close the AZIPS system properly.
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AZIPS — Update Plans, Agency Information

Update Plans forms have a top and bottom half. The top half of the form shows the information about the currently
selected planning element. The bottom half of the form shows the planning element(s) in the next level of the hierarchy.

Review the completed fields and update as necessary to ensure the information is current. Update for clarity and
conciseness as these fields are published in both the Master List and the Executive Budget Recommendation.
These descriptions should be identical to the agency-wide mission and description.

y X X ?

g I Main Menu | Master List Report I Agency Fteportl Funding I Explore Plans | q Use the fO”OWing editing

Agency Information conventions to ensure
conformity across all agency

Agency: ABA Board of Accountancy | Statute: submittals—A.R.S., Ch., Art.,
|, R.5, 55 32-70 4 ) o ' '
Title xx, A.R.S. 8 xx-xxx (n
Director: |M|:uni|:a L. Petersen Title: |Exeu:u1j'-.-'e Director Dﬁice:|Bu:uaru:I of Accountancy Phone:l[&lﬂ} 364-0804  Ex tle 6 t S ?h t,tl (do
Space petween the tltie an
Plan Contact: |M|:uni|:a L. Petersen Title: |Exeu:u1j'-.-'e Director Dﬁice:| Phone: I[-5EI2} 364-0204 | Ex| sgct'on Of Ia
| W).
Mission: To protect the public from unlawful, incompetent, ungualified, or unprofessional certified public accountants through certificatil— )

regulation, and rehabilitation.
The Agency Information form

may shows Programs down
Description: [The Arizona State Board of Accountancy consists of five Certified Public Accountants (CPAs) and two public members, all of ;

whom are residents of the state and are appointed by the Governor, The Board qualifies candidates for the Uniform CPA beloyv if the agency h_as .
Examination, certifies individuals to practice as CPAs, registers accounting firms owned by CPAs, and biennially renews multlple programs or it will
certificates for CPAs and registered accounting firms, The Board also receives and investigates complaints, t rcement : : it :
action against icensees for violation of statutes and regulations, monitors compliance with continui Cation reguirements, SImpIy Sklp to “Stlng GOE}IS if
and reviews the work products of CPAs to ensure adherence to professional standards The Board's peer review progr]  the agency only has a smgle

program (as shown here).

Goals * Add
p 1/To assist candidates in applying for the Uniform CPA examination so that the candidate can successfully complete the exam.
2|Ta certify and register persons whao meet the statutory requirements as certified public accountants and to register firms that meet the :
3/To process complaints and provide enforcement of statutes and rules to protect the public from incompetent, unethical andfor unprofes:

Click a button to select a
planning element in the
lower level of the hierarchy.
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AZIPS — Update Plans, Agency Information (continued)

The Funding button is:

Disabled on all forms when your BUDDIES and AZIPS structures are aligned
Enabled for unaligned agencies, it displays red until all program or subprogram
funding is completely entered, at which time it turns green.

N\

Director:  [David Raber Title: |[nterim Director OfficesDirector's Office Phone: [(502) 542-1500 | Ext:|
Plan Contact: [Joyce Wright Title: [Senior Budget Specialis! Offices] Phone: [(§02) 3642875 | Ext:|

b ﬁ?’ | Main Menu | Master List Report | Agency Reporll Fufing | Explore Plans | Close | —
Agency Information
Agency: ADA Department of Administration | statute:
4, R.5. 85 41-701,41-1051,41-2501)

Mission: To provide effective and effident suppart services to enable government agencies, state employees, and the public to achieve
their goals.

Description: [The Arizona Department of Administration (ADOA) provides leadership, direction, and management information and support;
financial and procurement support services; fadlity planning, design, development, construction, operations, and maintenance;
employee and retiree health and benefits programs; timely, customer-driven human resources services; business-enhancing
information services for the Department, state agendies, and Arizona citizens; customer service for small licensing agendes in
general accounting and centralized office support; distribution of surplus state and federal property through a system that
maximizes the dollar return on property sold; dean, safe, and environmentally friendly vehides; an orderly environment where
vizitors, employees, and other persons conducting business with the State will be safe and secure; and services to agency
customers and the public for the State's property and liability exposures and for state employee customers who have waork-

SN P | famime Tl & RN ST I ———lme F4% T al . L —— [T M

. ——— - R Rt s m £ ke s e o e e £

Programs * =
T 1/Administration

] 2 General Accounting

3/5tate Procurement

4 Benefite Services Division

5 Human Resources Division

& |Information Services Division
7 Capitol Police

& Risk Management

Mavigation Pane

% Only gingle-click to make a selection.
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Main Menu returns to that form.

Master List Report Will produce
a printout in the format
published in the Master List of
State Government Programs,
which is typically a subset of
the information input by the
agency (excludes objectives
and only prints measures
selected to be published).

Agency Report will produce a
printout of all planning
elements in AZIPS.

Funding (only for unaligned
agencies) leads to the form for
entering funding data at either
the program or subprogram
level.

Close returns to the planning
element in the higher level of
the hierarchy.

This agency is typical of
larger agencies. The next
level in the hierarchy, after
agency level, is the program
level instead of goals.
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AZIPS — Update Plans, Agency Information (continued)

Update Plan

External Data Database Tools

X Totals

? Spelling

& I Main Menu I Master List Report I Agency Reportl Funding I Explore Plans I Close I

Agency Information

Statute:

Single program agencies
will see the next planning
level, at the bottom half of
the form (Goals as seen
here).

Multiple program agencies

Agency: CBA Board of Cosmetology

|a.R.5. 5§ 32-501 et seq.
Director: Donna Aune Title: |[Executive Director Office:|Board of Cosmetology Phone: [(480) 7844539  Ext: IF
Plan Contact: |B. Gloria Ramirez Title: |Admin Accountant Office: Phone: [(480) 784-4539 Exl:lﬁ
Mission: To ensure the public health, welfare, and safety through education and enforcement of the cosmetology laws and rules by the

efficdent regulation of salons, schools, and individuals who practice cosmetology.

-

|

In order to achieve its mandate of protecting the public in Arizona, the Board of Cosmetology issues 12 categories of licenses to
salons, schools and individuals who gualify by redprecity or through the administration of a written and practical examination.
The Board enforces regulation by routine health and safety inspections of salons and schools, investigates consumer complaints,
conducts hearing and imposes enforcement action when appropriate. The Board also establishes health and safety standards,
educational and curriculum standards and oversight, and provides monthly dasses on infection control and law an il
practices for the general licensing population by registration. The Board also uses the educational da; Emediation and
regulatory rehabilitation of viclators by Board Order as terms of probation. Furthermor ard offers electronic services to
customers to increase efficency and reduce the demands on full-time sta ard is recognized by national industry entities
: - il 3. . .

e i

Description:

T A, PR T =

Goals * Add

[ 3 1 Tgestablish standards for the professional practice of cosmetology.
2| To'@xgure swift, fair, and effective enforcement of statutes and rules governing the profession.
3 To edudste the consumers and cosmetology professionals about their rights, resolutions, and responsibilities among the cosmetology cor

4 To provideNsgrvices through effident government.

will see the next planning
level, Programs, in the
bottom half of the form (as
shown on the previous

page).

AN

The system requires that goal statements start with
the word “To”. A reminder will appear if you try to
begin a goal statement with any other word.

Click a gray button to select a specific goal to review/update.

Five-year Strategic Plans Reporting Instructions — AZIPS Users Guide July 2012

Click to create a new goal.

Goals can only be deleted
from the Goal Information
form.
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AZIPS — Update Plans, Program/Subprogram Information

Daka Enktry

Full Screen allows the user to see an
expanded view for updating all the
program elements (see the next page).

| Move among the
agency’s programs.

External Data Database Tools

% Totals

Refresh

A Save ?Spelli f
All= /

Delete ~

The button reminds you to spell check:

unding I Explore Plans | Cloge |

“To spell check your text, press the F7 key

puil screen| 14 <] P M| while the cursor is in a text box. You can
Agency:  Department of Adminishation Statute: (required information) only check the contents of one text box at
Program: 1 Administration A R M I e ) a time (not the whole form at once).
Contact: Diavid Raber Title: |Interim Director Office: |Direcb3r's Office \mne: I(SUZ) 542-1500 Ert:l_
Diw_/Umit: - .
Mission: To provide leadership, direction, finandial and management information, and support to enable the Arizona Departmen If you hlgh“ght awo rd ora phrase and

Administration to achieve its mission and vision,

press F7, the spell check is done on just
the text that is highlighted.

Description: |[The Administrative Program is comprised of the Director's Office which formulates and advocates agenc
compliance with all statutory reguirements, and administerg ADOA opergtionsd € and efficent manner that is
responsive to our customers' needs, The Director's Office¥E0 prepares and monitors the annual appropriated budget and other

select funds; tracks department and statewide FTE positions; and monitors utility expenditures, Additionally, the Director's Office M | r f A ||k h r M| r
administers the State's Performance-based Incentive Program; coordinates the Department's efforts on the State Employee Croso t CceSS’ e Ot e c OSOﬁ:

Charitable Campaign; and provides support to the divisions and programs of ADOA through administration of the Agency's prOdUCtS, has an auto-correct featu re,

recognition and training programs, coordination of the Agency's strategic planning process, and administration of the agency- . . .

wide employee and customer satisfaction surveys, Wh|Ch W|" automa“cal |y correct any

misspellings as you type. Realize that it
S likely won’t include your personal

1/ Administration

2|Governor's Regulatory Review Coundil (GRRC) d |Ct|0na I’y Of WO rdS from M S Word . ”

Subprograms *

ane

Click to select a subprogram.
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AZIPS — Update Plans, Program/Subprogram Information (continued)

Please use spell check on each text field to ensure accuracy.
From the menu, click Tools, Spelling.

Spelling can be checked on every form, not just on Full Screen.

Update Plans

Create External Dratz, Database Tools

Description:

davigation Pane

Cut == = - =, New 3 Totals
M # = = =||||:E = v7 -| @ -
— 53 Copy = save “ spelling
View Paste | r il — = ||k ||| Refresh
- # Format Painter B uja B == All= | &% Delete - Maore
] I}
» ﬁ9 I Main Menu I Master List Report I Agency Reportl Funding I Explore Plans I Close I
Program Information Click to turn off gy screen [J 14] 4] »| M|
Agency: SHCCCS Statute: (reguired infermaden)
Program: 1 Administration IA.R.S. Title 36; Title XI¥, 55A
Contact: [Thomas 3. Betlach Title: [Director Office: [Office of the Director Phone: [(502) 417-4711 J7471
Div_/Unit: \
Mission: [0 provide comprehensive, guality health care for those in need. -

[

The Administration contracts with health plans and program contractors that agree to accept a capitated monthly payment for
the cost of providing medical care to enrolled members. Responsibilities of Administration that relate to health plans and program
contractors incdude rate negotiations, financial and operational oversight of health plans and program contractors, and quality of
care assessments. The Administration also manages a fee-for-service payment system that covers medical bills for IHS enrolled
members and emergency services for gualified aliens.

Additional responsibilities of Administration incdude the development and maintenance of the management information system,
coordination of provider or eligibility arievances, policy development and research, aaency financing and accounting, agency
development and monitoring, third party liability recovery, and eligibility determinations for the Arizona Long-Term Care System
and KidsCare. Eligibility for the Acute Care program is conducted by the Department of Econemic Security and the Sodial Security
Administration.
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Full Screen mode expands
the size of the text boxes
for data entry (top half of
form). This makes it
easier to see what you
have written.

You can also work in
Microsoft Word and
copy/paste your text into
AZIPS.

Please do not include
hardcopy attachments to
your AZIPS Reports.

The Full Screen button is
a toggle button that
turns full screen mode
on and off.

When Full Screen mode
is on the background
color is green.

You'll need to turn Full
Screen mode off before
you can navigate to

other hierarchy levels.
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AZIPS — Update Plans, Program/Subprogram Information (continued)

I | =1 =1 |

» w | Main Menu | Master List Report | Agency Hepﬂrtl Funding | Explore Plans | Cloze |
Subprogram Information pul sereen| 14] 4| 0| PRI AA ]
Agency: AHCCCS @ Statute is a required Field.
Program: 3 Aoute Care Statute:
Subprogram: 4 SOBRA Children : ok
e [\RS. 53201~ I
Contact: Linda Skinner Title: |Assistant Directar Office: |Diuisinn of Member Services | Phone: |[ED 2) 4179835
Mission: To provide comprehensive quality health care to eligible children.| ﬂ

El

Description: |Under the provisions of the federal Sixth Omnibus Budoet Recondliztion Act (SOBRA), the state provides care to children

whose family income does not exceed spedified percentages of the Federal Poverty Income Level (FPL), Percentages of the Click to create a
FPL are spedfied in SOBRA, Title ¥I¥, and A.R.5. § 36-2901. Based on changes induded in the Omnibus Budget Recondliation new goal.
Act of 1989, the federal government currently requires states to provide care to children whose families income does not
exceed the amount specified for the specific age group. There are two children's groups: children under age & at 133% of FPL, Goals can be
deleted on the Goal
Gpals * Add | Information form. So
b| 1iToensure the management and delivery of quality goute care services to AHCCCS SOBRA-eligible children, first select the goal,
and review all of its
contents.

Click the gray

button to the left of Goals will be displayed on one of the following forms:

a goal’'s name to e Subprogram Information form if appropriate

select that goal. e Program Information form if the program doesn’t have subprograms
e Agency Information form if it is a single program agency
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AZIPS — Update Plans, Goal Information

Goals should clarify the program’s mission and description. The relationship between the goal and the description
should be clear to the reader and should be supported by practical evidence of that relationship (that is, there must be
some evidence to show that the goal and description are related). The number of program goals will be determined by the
characteristics and breadth and depth of the program mission and description.

b

Agency:

Program: 6  Administration

Subprog
Goal #

If an objective or performance measure needs to be moved to another program
or subprogram before the goal can be deleted, use the Explore Plans form.

"j? | Main Menu | Master List Report | Agency Ftepurll Funding | Explore Plans | Close |
Goal Information Add Goal | Delete Goal | 1| 4] }| M|

Department of Education

ram: 2  Information Technology
1

Description: |Toimprove the quality of the Student Accountability Information System (SAIS) data sybmission process,

M o1

Objectives * / Add

< Default FY 2012 Description =

Click to create a new goal. Each

goal must contain at least one

Click to select performance measure but

an objective.

objectives are optional.
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Use caution when
deleting goals.

Deleting an existing goal
will also delete all items
below it in the hierarchy,
i.e.. objectives and
performance measures.

Click to create a
new objective.
Objectives can

be deleted on the
Objective
Information form.
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AZIPS —

Update Plans, Objective Information

Use caution when deleting objectives.
Deleting an existing objective will also delete ALL items below it in the hierarchy, i.e., performance measures.

If a performance measure needs to be moved to another objective before the objective can be deleted, use the
Explore Plans form.

Agency:
Program:

Goal #
Objective #

Subprogram:

ﬁ? I Main Menu I Master List Report | Agency Reportl FLII'IE”‘EI | Explore Plans | Close |
Objective Information _add objective | velete Objective | 1] 4| »| 4]

RCA Department of Racing

1 Commercial Racing

e Click to create a new obijective.

1
1 To ensure that all participants and permittees involved in commercial harse ri
1

performance measure.

D [FY2012:
e
s _|
c
U | FY 2013: |To investigate possible violations of racing laws and rules and impose administrative sanctions by observing and supervising a *
] races to ensure that all participants comply with rules of racing.
t
& | FY 2014: | < Default FY 2014 Description = <+—
s
FY 2015 |« Default FY 2015 Description =
<+—
a M Performance Measures * Add
? E'i FY 2011 FY 2012 FY 2012 FY 2013 FY 2014 *FY 2015
ri Type # Performance Measure Actual Estimate Actual Estimate Estimate [Estimate

BN [ OC - 1| Mumber of Stewards' rulings issued 340 350 350

M W QL ;I 2| |Percent of original Stewards' actions upheld or 38 30 30

M v OC - 3| Percent of positive equine drug tests 4,00 1.00 1.00

Y v OF =~ 4| [Mumber of horse racing investigations conghs= 172 100 100

[# [P =| 5| Mumber of equine drug tests conducted Click to create a new performance
: measure. Measures can be
Click to select a
deleted on the Performance

Measure Information form.

Goals don’t tend to change
but objectives may change
from year to year as you
work towards the goal and
accomplish your objectives.

Obijectives will not appear on
the reports if one of the
following applies to the
Descriptions:

1. Are left blank

2. Only have a space(s)

3. Contain the word ‘Default’

Five-year Strategic Plans Reporting Instructions — AZIPS Users Guide July 2012
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AZIPS — Update Plans, Performance Measure Information

There should be at least one performance measure which is publishable in the Master List for each goal.

Flag the measures that should be published in the Master List. If a Create a new performance measure.

measure is not checked, it will still appear in the Agency List report.

\

“\ff’ I Main Menu | Master List Report I Agency Fteportl FLlncIing/'/Explore Pl}u(l/tilose I
Performance Measure Information _aca &1 |veiete®t| 14] <] » | o

Agency: RCA Department of Racing
P = C ial Rac
rogram ) DmmerclE} adng * Measures that are published in the
Subpregram: Harse Rading Executive Budget Recommendation
Goal # To ensure that all participants and permittees involved in commercial horse ri can't be deleted.
Objective # To investigate possible violations of racing laws and rules and impose adminis
Perflleasure: Humber of Stewards' rulings issued
Budget * Naster FY 2011 FY 2012 FY 2012 FY 2013 FY 2014 FY 2015
Related st Type Actual  Estimate Actual Estimate Estimate Estimate
No v |OC ;l | | 350 | | 350 | Pleaze format the numberz
- | - K3 I with comma, i.g. 3,000
Performance Measure Description: \

Mumber of Stewards' rulings issued

Enter performance measure explanation, if necessary Enter performance measure explanation, if necessary

(printz in Master List report and publication - so be brief) |f necessary, use thlS fleld to prOVide an
explanatory footnote about the performance
measure. Please be succinct and accurate,
as this will be published in the Master List.
This is an optional field.

Stewards are the firstine enforcers of the statutes and rules and pro
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You can delete a measure
as long as it’s not marked
as Budget Related.

e If to be determined (TBD)
or baseline is used for an
estimate, please provide
an explanatory footnote.

e Dollar ($) and percent
(%) signs are not allowed
in the performance data
area.

e Use commas to separate
numbers. Express large
numbers in thousands or
millions with one decimal
place.

e Users will be limited to
ten (10) characters in the
data fields; therefore, do
not use ratios. Two
measures may need to
be redefined into one.
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AZIPS — Update Plans, Performance Measure Information (continued)

'lf}’ I MMain Menu | Master List ReporlIAgenc:y Reportl Funding | Explore Plans | Clog,if
Performance Measure Information _addeu |pelete P | 17 » | vi]

Use the drop down menu to select
the Type of performance measure:

IP = Input OP = Output
oc = Outcome EF = Efficiency
QL = Quality

Agency: RCA Department of Radng
P : 1 C ial Raci

rograrm ummerc@ =L * Measures that are published in the
Subprogram: 1 Harse Racing Executive Budget Recommendation
Goal # 1 To ensure that all partidpants and permittees involved in comm can't be deletad.

Objective # 1 To investigate possible violations of racing laws and rul impaose adminis

Perfleasure: 1 Humber of Stewards' rulings issued

Budget * Master Fy 2 FY 2012 FY 2012 FY 2013 FY 2014  FY 2015
Related List Type ctual Estimate Actual Estimate Estimate Estimate

No P foc = | & | 350 | 350 Pleaze format the numbers
L | L with comma, i.e. 3,000

Performance Measure Description:

Mumber of Stewards' rulings issued

Enter performance measure explanation, if necessary Enter performance measure explanation, if necessary
(print= in Master List report and publication - so be brief) (printz in Agency Report, =0 a longer explanation is acceptable)

Stewards are the firstine enforcers of the statutes and rules and prote

If necessary, use this field to provide an explanatory footnote about the
performance measure. The explanation will be provided on the Agency List
report. This is an optional field. It's a good reference for questions and
helps OSPB analysts. Let OSPB know if this measure should be
considered a Budget Related measure.
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Make sure the Performance
Measure Description, in absence
of the data, is intuitive and
clearly describes what is being
measured.

Remember that select measures
are published in the Executive
Budget and should be clear on
their own and not need to be
read in relation to the program
or subprogram to which it
relates.

If the measurement amounts are
in thousands, be sure to clarify
that in the description.
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AZIPS — Update Plans, Performance Measure Information (continued)

yl Main Menu | Master List Report I Agency Reporll Funding | Explo|

Performance Measure Information _addpu | pelete

Agency: RCA Department of Racing
Program: 1 Commercial Racin

d ) g * Measures th3
Subprogram: 1 Harse Racing Executive Bud
Goal # 1 To ensure that all participants and permittees invalved in g can't be delet

Objective # 1 To investigate possible viclations of racing law fules and impose adminis
PerfMeasure: 4  Mumber of horse racing investigations conducted regarding comg

Budget *  Master FY 2011 FY 2012 FY 2012 FY 2013 FY 2014  FY 2015
Related j Type Actual Estimate Actual Estimate Estimate Estimate

Performance measures marked with the Budget
Related flag have been selected for inclusion in
the Executive Budget Recommendation
published by OSPB.

The descriptions for these measures are
“locked” to prevent any changes, and these
measures cannot be deleted from AZIPS.
Agencies are also prohibited from flagging
(adding) new budget measures.

Yes® v Jor =0 | 174)| 100 | 100 Ple
L

| | I with comma, ie. 3,000 |

Performance Measure Description:

Mumber of horse racing investigations conducted regarding compliance with rules

A yellow background indicates that the
description can’t be changed directly
because it is budget related. It can be
changed if it's white and not budget

Enter performance measure explanation, if necessary Enter performance measure explanation, if n
(printz in Master List report and publication - o be brief) (printz in Agency Report, 0 a lenger explanation ig|

Revised Performance Measure Description: (Shift-F2 = zu:uom}ﬂ

If a Budget Related measure needs to be deleted or re-worded,
please make a note of that fact and the reasoning behind the
request in this field. You can copy/paste the original description
from above and then edit it as your recommended rewording.

OSPB has added the feature for agencies to
request additions/changes/deletions for budget
measures internal to AZIPS. Agencies may
request a change in the designated budget
measures by including the new description on
the Performance Measure Information form.

In the request, please be specific about how the
new/revised measure should read. If a measure
should be deleted, have the changed wording
say “This measure should be deleted.” In all
cases, please provide strong, specific
arguments about why the change is necessary.

OSPB will review the request and inform the
agency of approved changes and make the
necessary changes in the OSPB database.

Five-year Strategic Plans Reporting Instructions — AZIPS Users Guide July 2012
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AZIPS — Update Plans, Plan Funding

OSPB published A Guide for Agency Program Structures to assist agencies in understanding the linkage between the
Master List and the Executive Budget Recommendation. Agency budget (BUDDIES) and planning (AZIPS) structures that
are aligned will not be required to submit AZIPS financial information.

The AZIPS database has flagged those agencies that have aligned structures and will make the Funding button enabled
as appropriate.

Funding for unaligned agencies needs to be updated for:  * FY 2012 Actual Expenditures
* FY 2013 Appropriation
* FY 2014 Budget Request

Appropriated, non-appropriated, and federal funds and FTE positions should match or align at the agency level to what is
reported in BUDDIES and CLIFF.

Agencies required to provide financial information in AZIPS

Arizona Health Care Cost Containment System Judiciary

Board of Regents Senate

Community Colleges
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AZIPS — Update

Plans, Plan Funding (continued)

“f? | Kain Menu | Master List Report | Agency Fteportl Funding I&}Iore Plans | Close |

Subprogram Information Full screen | M]3
Agency: Department of Health Services
Program: 1  Administration
Statute:
Subprogram: 1 Director's Office —
Contact: Janet A, MUB=E ding uld e | 542
IMission: To provide Funding Close |
Agency: HZ4 Department of Health Services
Description: [The office Program: 1  Administration = Age
budget; leqi| Subprogram: 1 Director's Office ansu
complaints; vari
state. 'FEIjE FY 2012 EY 2043 EY 2014 Currg
and emerdi - Funding Sources * Actual Estimated  Estimated tes
General Funds: | 2,088.8 | 2,020.8 | 2,020.8) J
> 1 To ensure & divers. Other Approp: | 901.3] | 843.4) | 543.4
2 To provide legal s=|  Other Non-approp: | 0.0 | 0.0 | 0.0 rgs a
3 Toensure the profl Federal Funds: | 0.0 | 0.0 | 0.0
4|To ensure that ser e s | 56.1 | 56.1 | 58, 1

J
*Entered in thouzands except FTE Pozitionz

# Only zingle-click to make a zelection.

The Funding button will turn
green to indicate that
you’re at the correct
hierarchical level to enter
the fund amounts for this
program / subprogram.

Red means the program
has subprograms in the
hierarchy so you must go
to a lower level. The Plan
Funding report summarizes
all the subprogram funding
entered.

Green means funding
should be entered because
you’re at the subprogram
level, or you're at the
program level and no
subprograms exist.

Positions.

and BUDDIES for each fund.

All numbers must be expressed in thousands and rounded to hundreds, with the exception of FTE

These numbers should also correspond and reconcile to the actuals in the Annual Financial Report

Five-year Strategic Plans Reporting Instructions — AZIPS Users Guide July 2012
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AZIPS — Explore Plans

w || Display Below: |Programs, Subprograms, Goals, Objectives, PMs | Reorganize ltems Below:
| Pro-gramsl Subprograms | Goals |0bjecti1.res| PMs | Delete Model Move Mode | Clearl Execute | save | Cancell

{no mode selected currently) Clasel

% P
o oo
] 1/0]0
[ 1]0]1
] 1]0] 1
| 1]0 1
[ 1]0]1
] 1]0]1
] 1]0]1
] 1]0]1
[ 1]0]1
] 1]0]1
] 102
] 102
] 102
O 10 3
| 1]0]3
| 1]0]3
] z/0/0
] 2/0 1
] 2/0 1
el 2|0 1
gl 201
el[] 2/0 1
= 201
8|
=

0
0
0
1
1
1
1
1
1
1
1
0
1
1
0
1
1
0
0
1
1
1
1
1

S U S S = T e T e T e S e e TR =. T 5 Ty N T O e e e e

P 0 Arizona Department of Housing
P 1 Housing Development Agency
G 1To provide homeownership opportunities and a mix of rental options for Arizonans.
0 1 < Default FY 2011 Description >

Double-click to editiview the item or
* )
s G 0pm | _SetColors | EXPIDrE Plans Single-click to select item in Delete/Move mode.

P 1Total number of households assisted with eviction or foredosure in order to prevent homelessness
P 2 Total funds committed to homeownership programs induding construction and acquisitions, rehabilitatic
P 3 Total number of households assisted with homeownership assistance through down payment and daosi

P 4 Total funds committed to affordable rental units. (Mumbers rounded to thousands
P 5 Total number of affordable rental units assisted fproduced

P & Total number of individuals assisted with information on available affordable renta
P 7 Total number of publidy funded rental units monitored for health and safety issue

G 2 To recruit, retrain and maintain a qualified, professional work force,
0 1 = Default FY 2011 Description =

P 1Percent of agency turnover

G 3 To maintain and further improve quality working relationships with our partners.
0 1 « Default FY 2011 Description >

P 1Results of customer satisfaction survey (7=excellent; 4=satisfactory; 1=poor)

P 2 Housing Finance Authority
G 1To augment the programs of the Arizona Department of Housing by further providing hd
0 1 = Default FY 2011 Description =

P 1 Total funds utilized for homeownership program through bond issuances for Martg

Summary of Features
Explore Plans has three features for managing
your work. Each of these features will be
explained in detail on the following pages.
1. Outline Your Planning Elements

2. Review and Edit Selected Elements

3. Reorganize Planning Elements

P 2 Total number of low-income households assisted into homeownership through the homeownership prog

P 3 Total number of rental projects approved
P 4 Total number of rental units created in approved rental projects

Five-year Strategic Plans Reporting Instructions — AZIPS Users Guide July 2012
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AZIPS — Explore Plans (continued)

Outline Your Planning Elements

Explore Plans displays your planning elements in the hierarchy. Hierarchical levels can be made visible or hidden.

Each planning level is color coded.

The pink area will list only the planning levels
that are currently selected to be visible.

[— —
< Dizplay Below: |F‘rn:|grams Suhprngrams Goals, Objectwes Frz PReorganize hems Below:| In this examp|e all levels are listed because all
Programs AT C PMs= I Kﬂe\lete Maoile I Move Model |ayels were selected to be displayed below.
Doulkr—rrrrre—rerrwre
#* P 5 G 0PM] _SetColors Explore Plans  » 2o sy
zif 000 0 0 0[]P0OCepartmert of CorMgetions The five planning level buttons determine what is displayed.
ElO]D O O i Speriams et gerizs All levels below the selected button are hidden.
11,00 00 =1 Securty
T 11 00 G 1 To enhance safety aQd security practices | Sjnce PMs is the lowest level, all levels and planning
101 11,0 01 Achieve 0 ezcapesNrom both secure pe elements are displayed
101, 11,11 F 1 Mumber of escapeaN\of inmates from
v 2] om © 2 Average marihly inmste N staff sssaull- For example, click Goals; now Objectives and Performance
101 1 2 11 P 1 Mumber of inmate on stal major assal Measures are hidden
101,12 201 F 2 Mumber of inmate on staff Mpor assale— : ’ I
101,12 31 P 3 Mumber of total inmate on stat “ B * -
101 1] 3| 0 0 3 Average morthly inmate on inmaf 1T the default colors for the five levels are hard to see, you can
10113 14 1 Mumber of monthly inmate oni Change them.
111 1 4, 0 O 4 Achieve maximum of O major dist
TEEEE []v\ P 1 \umber of major disturbances| NoOtice the five planning level buttons display the colors they're set
111 4 901 P 2 M\mber of minor disturbances| to and these colors are used when listing your planning
This entry for is: 5 100 picent of eligible inmstes W alements below.
Program #1 of ellglble |nmates pladg
b 5 o I
Subprogram #1 poelireElie ns s neree . ] . ]
F1rercert All planning element names are prefixed with the initial of the planning level
Goal #1 " ~ehi=ve 0 followed by the number of the element within the level.
ObJeCtlve #4 F1 Mumber
Performance Measure #2.  incresse o For example, this planning element is the fourth objective.

TT 17T 27 17 0] O 1 90 perce
101, 21,11 F 1 Percert of correctional series staff passing annual core competency test and d
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AZIPS — Explore Plans (continued)

Review and Ed

it Selected Elements

You can quickly navigate through your plan elements without drilling through hierarchy levels, one level at a time, as you

do when using the Update Plan forms. This lets you “jump” to any part of your plan making it easy to update and review.

N

Display Below: |Pru:ugrams, Subprograms, Goals, Ohiectives, Phs | Reorganize hems Below: | (no mocle selected currently) Close |
Programs | Subprograms I Goals I Ohjectives I PMs I Delete Mode | Move Mode | Clear | Execite | Save | Cancel |
) S G _0OPW | _SetColors I Explore Plans i gﬁ:;:ll!:c(;il::iktf)oslzll:;Is\:n:hiﬁ Irjtg:-gtg:rl',ulove mode.
: o oo o o of Accountancy
= o o1, 0 0 G Toa e gualifying AICPA Uniform CPA exampation to persons who meet the requirements of AR
= o o110 O By June 30, 2007 10 idates to received Examination grades via secure online transaction.
| oloj1)1)1 P 1 Mumber of exam applications receive
o of1)1) 2 P 2 Mumber of grade release packets sent . -
I olof1)1| 3 P 3 Mummber of successtul candidates A footnote descrlbes hOW the plannlng
:1 ooz ala 3 2 To certify and register persons who meet the staitor] - @lement buttons should be clicked.
.l o o210 O By June 30, 2007 1o add an applicant section toth AT T Ty T T T T T T e T S TS T T D T T T I
Ll L ko] El El D bl unl-oy —f i ot fou ] Li

Buttons to the far left open selected
plan elements by double-clicking.

Once you finish reviewing or editing a

>

planning element, simply close it to
return to the Explore Plans form.

Agency:
Program: 0
Subprogram: 0
Goal # 1
Objective# 1
PerfMeasure: 1

'39 | Main Menu | Master List Report | Agency Reportl Funding | Explore Plans | Close |

Performance Measure Information _adarm |petete pm| 14] 4] »| ¥]

ABA Board of Accountancy

* Measures that are published in the

Executive Budget Recommendation

To assist candidates in applying for the Uniform CPA examination so that the can't be deleted.
default

Number of successful candidates

Budget *
Related

Master
List Type

FY 2010 FY 2011
Actual Estimate

FY 2011 FY2012  FY 2013
Actual Estimate Estimate
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AZIPS — Explore Plans (continued)

Reorganize Planning Elements

- This form is useful for reordering your goals, objectives and
performance measures. It's also extremely helpful for agencies
that have made program structure changes because it aids in the
movement of planning elements without losing any history. Goals,

objectives, and measures can be moved by following these steps: _
The pink area
indicates
#1 Click Move Mode to enable the feature. Move Mode IS
_ _ i now enabled.
AZIPS will pop-up a reminder of how to move items. /
= =
Display Below:'F‘ngrams,Suhprngrams,Gu:uals,Objeu:tives,PMs Reorganize\ﬂems\ﬂ‘elow:l = Move Mo lected Close |

ngramsl Subprograms | Goals |1}I}ie-cti'u'eﬂ | PM= | Delete Mode | Move Mode | Clear | Execute |':n'l'u"l3‘ | Cancel |

or,
e/Move mode.

P - G 0PM[] _SetColors | Explore Plans = g ik select fom iy Dot
0| 0 0|0 0OC]PO0Department of Corrections
1| 0 0 0 0O[CJP1 Prizon Operations and Services
1(1] 0 00 =1 Security
1 1 %1 To enhance safety and security practices
1 1 21 Achieve 0 escapes from hoth secure perimeters and exterior work crevwws
1 10110 P 1 Mumber of escapes of inmates from any lofation
1 12,0 erage monthly inmate on staff assautts to exceed 40 per 1 000 inmates
1 1201 inmate on staff major assaufs per 1,000 inmates
1 112 203 staff minor assgllts per 1,000 inmates
1 1120 3M 3 Mumber of total inmate on aszAuts per 1,000 offenders
it
#2 Select a goal, #3 Select the goal, objective or measure

objective, or performance

\

#4 Click Execute
to move the
checked item to
its new position
in the
organization.
An “X” will
appear to the
left of the
moved item.
Review the “x”
item to ensure
the proper
placement.

If there are
other items to
move, click
Clear and repeat
steps 2 — 4 until
all items are
moved.

where you want to move the planning element
measure to move by

under/after by clicking the gray button in column #5 Click save to confirm all change(s)

clicking the check box to o of the form. that used the Execute button or ...
the left of the text (check

boxes appear after Move If needed, click Clear to erase all selections Click cancel to return items to their
Mode is enabled). and start step #2 again. previous location since the last Save.

Five-year Strategic Plans Reporting Instructions — AZIPS Users Guide July 2012

32




AZIPS — Explore Plans (continued)

Reorganize Planning
Here is an example of reordering a performance measure.

Elements

Click Move Mode and click Ok on the

1ol 2180 P & Percentage of invoice payakles paid within thirty (300 calendar

1,0 201 9™ P 9 Percent of customers agreeing that services meet or exceed th
1002010110 P 10 Percentage of agency staff turnowver

1,0 2111 P 11 Percert of notice of administrative hearing issued within 3 wor
100 2112 P 12 Percertage (annual) of agency budget and strategic plan consistent
1(0of 3|00 G 3 To provide leadershig an children's environmental health

1,0 31, 0 01 = Default FY 2007 Description =

1,0 311,11 P 1 Cortinue to implement the action plan to integrate chi

reminder message that pops up.

Check P12 as the items to be moved.
Single-click button on item P11 as
location where P12 is to be moved after.

ez and =ir:

Idren's environmental health issues into ADEG pro

Explore Plans - Execute

Zonfirmn your inkention to move the selected ikems.,

X

Items with a checkmark will then be moved AFTER the item selected in the *' column,

an 'w' will be prefixed to the begining of the name For items that moved.
The "' prefix will be removed when you 'Save’ all moves,

Don't Forget ko 'Save’ vour moves when you're done.

Click Execute.

Review the move.

(cancel lets you reselect before moving.)
OK moves the checked item after the item
with the depressed button.

m for the item with an X’ prefix, that’s

where your checked item was moved to.

(If wrong location, move again before saving.)
Click save and confirm your action. The X’
prefix is removed and Move Mode is disabled.

_—
| (0.4 I Cancel

110 2138 P & Percentage of inwvoice payables paid within thirty (3
110219 F 9 Percent of customers agreeing that services meet d
110 2 1107 P 10 Percertage of agency staff turnowver
11021114 *P 10 Percertage (annual) of agency budget and ztrate
10 21012 P 11 Percert of notice of administrative hearing issued
110 3 0 0 = 3 To provide leadership on children's environmental heatth
1,003 1, 0 O = Default FY 2007 Description =

| 1010 3|11 P 1 Continue to implemnert the action plan to integrate chi

ildren's environmental health issues into ADEC pre
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AZIPS — Explore Plans (continued)

Reorganize Planning Elements

Planning elements can be deleted following these steps.

#1 Click Delete Mode to enable the feature.

AZIPS will pop-up a reminder of how to delete items.

r 1
Display Below: |F‘ru:ugrams Subprograms, Goals, Ohjectives, Phis | Reorganize efns Below Delete Mode Selected Close |
e | Mowe Mcr()'J Clear | Execute | Save | Cancel

Programsl Subprograms I Goals IDI:-|e¢twe$| PMs | Delete Mod

7]

) PM 7] _SetColors I EXPlOI‘E Plans

*
i 0 [JF 0 Department of Environmental Gualiy

0 P 1 Administration

~| == =|=|olm
=E=AN=1F =2 =1N=1 FTY
by | = = = oo

o == o olola

01 i 2 Topr

ouble-click'to editiview the fem or, Pink area indicates
to select itgm inyDelete Mowve my Delete Mode iS now

0 Z 1 To enhance relationships widrthe public, regulated communiy and agency partn
1 0 = Default FY 200
1 P 1 Perce raugh License Time Fra

enabled.

#2 Select a goal, objective, or
performance measure to delete by
clicking the check box to the left of the
text (check boxes appear after Delete
Mode is enabled).

Reselect or click Clear to unselect items.

You cannot delete programs or
subprograms.

#3 Click Execute to
delete the checked
item(s) and
confirm your
action.

If there are other
items to delete,
repeat steps 2 — 4
until all items are
deleted.

#4 Click save to confirm all delete(s)
that used the Execute button

or
Click cancel to return items to their
location since the last Save.
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AZIPS — Explore Plans (continued)

Reorganize Planning Elements

@oal were selected to be removed,A

shown here, the associated objectives and

Here is an example of deleting a goal.

This feature should be used with care due performance measures would be deleted
to the hierarchy of the planning levels! as well.

For example, if a goal is deleted, the objectives and If an objective were selected to be
performance measures associated with it will also removed, all associated performance

be deleted. measures would be deleted.

The only planning element that can be
removed one item at a time is a

@rformance measure. /
— -

100 2111~ P 11 Percentage (annual) of agency budget and strateic plan co

110210124 P 12 Percent of notice of administrative hearing izzued with

110 3,00 % 3 To provide leadership on children's environmental heatt

10 3 1|0 01 = Default FY 2007 Description =

1000 311 P 1 Cortinue to implement the action plan to integrate chilm\/

2/ 0 0 0 0FIP2 A Look at what’s actually
21|00l 0@ 1 & Qualty Management and Analysis checked before
21110l o0d G 1 To provide value to all of Arizons cIicking Execute.
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AZIPS - 5 Year Strategic Plan

This page requires agencies to attach their new budget year’s five year plan as a word document. To attach the file follow
the instructions below the text box.

Agency 5-Year Plan Close |

5-Year Plan Document

Mo file inserted

Attach 5 year plan
word document.

A

Warning: Save
document in Word
97-2003 (.doc).

Toinsert a 5-year plan document into Azips system, please do following steps:

1. Put cursor in 5-year plan box, right click mouse

2, Pick "Insert Object”

3. Pick "Create From File", make sure "link" is UNCHECKED

4, Click "Browse" to pick 5 year plan document from the computer, then click "OK". Please note, 05PB prefers the 15 word
document version,

5. Office 2007 users may encounter an error message"” word cannot start the converter mswrd&32.wpe" due to the incompatikility.
Before insertion, saving your 5 year plan file in Word 2007 Document(.docx) to Word 37-2003 Document (.doc) will fix this problem.

To delete an existing inserted document, do following:
1. Put cursor in 5-year plan box, right click mouse
2. Click "cut" to delete the inserted file.
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AZIPS - Reports

Select one or more programs/
subproegrams to report on. The Master List

will automatically report on all programs.

Program

SubProgram

Reports

Select All Programs | Clear Selections |

Asl - Tempe

TR = = = = = =

[mn B i L I T

T T ————
[ N = U A T =]

ra —

Academic &ffairs j

College of Design
W, P, Carey School of Business
Mary Lou Fulbon College of Education
Ira A, Fulton School of Engineering
University College
kathering k. Herberger College af Arts
Graduate College
The Barrett Honors College
Sandra Day O'Connor College of Law
College of Liberal Arts and Sciences
Caollege of Mursing and Healthcare Innovation
ollege of Public Programs
Walker Ronkite School of Journalism and Mass Comr
ther Indtructional Support
Universitd Libraries and Museums
dcademic Computing
Admin, Infbrmation Technology! Telecommunication:
dicademic Affairs Administrative Support
Reseatch and Economic Affairs
Research Altivities

Requlatary Tompliance j

Master List <«

Close

Print the Master List report for

[Print= Ertire Agency)

Preview | Print |

Agency List *

Preview I Print |

Buidget Measures

Preview | Print |

Revised Performance 4

Measure Descriptions

Preview | Print |

Plan Funding

Preview | Print |

submittal to OSPB.

* |ncludes Objectives and
Ptz nat checked far
incluzian in the kaster List.

At least one program must
be selected before running
one of these reports.

\

An individual program can be selected or deselected by clicking on its name.
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AZIPS — Reports (continued)

Select one or more programs/
subprograms to report on. The Master List

willl automatically report on all programs.

Reports

Program
SubProgram Select All Programs | Clear Selections |
] ] A5 - Tempe -
1 0 Academic AFFairs
1 1 College of Design
1 2 W, P. Carey School of Business
1 3 Mary Lou Fulton College of Education
1 4 Ira &, Fulton School of Engineering
1 5 niversity Caollege
1 & Katherine ¥, Herberger College of Arks
1 7 Graduate Colleqe
1 g The Barrett Honors College
1 9 Sandra Day O'"Connor Colleqs of Law
1 10 Colleqe of Liberal Arts and Sciences
1 11 Colleqs of Mursing and Healthcare Innowvation
1 1z Colleqe of Public Programs
1 13 Walter Cronkite School of Journalism and Mass Comr
1 14 Cther Instructional Support
1 15 niversity Libraries and Museums
1 16 Academic Compuking
1 17 Admin, Information Technology) Telecommunication:
1 13 Academic Affairs ddministrative Suppork
z 1] Research and Economic Affairs
z 1 Research Activities
z z Regulatory Compliance

Close |

Select the Agency List report to
review all AZIPS planning

elements, including those elements

not included in the Master List

report, such as:

v Planning Objectives

v' Performance Measures not
flagged as ML

Master List
[Print= Ertire Agency) /
Preview | Print I
/
Agency List * *In
N N PP
Preview | Print I in
Budget Measures A
Preview | Print I \

Revised Performance
Measure Descriptions

Preview |

print |

Use the Budget Measures report to
review which performance
measures are going to be

published in the Executive Budget.

Plan Funding

Preview |

print |

4/

Mot In Master List

Preview |

print |

/

List.

Not In Master List reports all goals
without any performance measures
marked as being included in the Master
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For unaligned agencies:

The Plan Funding report aids in
ensuring AZIPS financial data is
reconciled to BUDDIES financial
data.

Any change to BUDDIES after
the September submission may
require a revised AZIPS
submission.
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AZIPS — Reports (continued)

Saving reports provides a means for sharing information with others in the organization that don’t have AZIPS.

When a report is opened a report
menu-bar will appear at the top of the
window with three buttons.

Print will print a hardcopy and
Close will return you to the form.

The Save Report button will pop-up a
dialog. This gives you the ability to
save the report as a file in any
location. You can then share the
report with others by emailing it as an
attachment or letting them know
where it is on a shared network drive.
Others can view it without the AZIPS
system.

They do need Microsoft Access
installed but don’t need to know how
to use Access. Access simply
displays the report as a static image
that can’t be changed.

i File_ Edi i ools  Window  Help

e
.

EE save Repott to File

]

Save Reportto File Cancel |

Save the report to a file, then share the repornt with others by one of two means:
a} Save the file on the network
Iz} Email the file as an attachment

Others must have Microsoft Access to view the report file but they don't need
this system installed. Reports are read-only.

1. Select a Folder to Save Report To |

You will save the file in:
|E:‘-.,Dncumenl:s and Settings'.rsietz.AZGOY" My Documents',

2. Report File Hame: |AZIPS Agency List Reviess  {no File extension please)

3. Save the Report to File in Folder Above |
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AZIPS — Reports (continued)

The reports have been designed to have small fonts because of
the volume of pages for printing/publishing, especially at the B A A G S v o

state level. The hardcopies may need to be compact but the ro—— . Corey Tt
electronic copies aren't. T

s
When you open a report for Preview, the page will ——— ™= = T A\ e Sowmeve s
usually be set to fit it on the screen. The cursor will e oot
be a magnifying glass with a plus sign in it. MG A
Left-clicking on the report will zoom it to 100%. The cursor i e
will become a magnifying glass with a minus sign in it. 0.0 Agency Summary
RADIATION REGULATORY AGENCY

Aubrey Godwin; ector
(602) 2554845 ext

Right-clicking on the report, lets you zoom to other sizes. | ARS. 5530652 et seq.
You can also enter any zoom size, instead of picking from R i of:: =
the list. 130% filled the screen width during testing. : '

expasure Fom all natural and man-made soufts

Zoom = 100%

escription:
i zona Radiation Regul atory Agency provides pro =
sary radiaton exposure through inspection of radiatio
Fective response 1 radiological incdents, environn
ert §cation of those using nudear med

+ Colaborabe with DHS Behaviord
£ olomi b bsced inform

lE Report Design health pro
JIoﬁr| Zoom; | 130] [ 1000
. a One Page ggg;: Agency Summary
This zoom feature also works 3 MitplsPagss > M:l'> RADIATIQN REGULATORY AGENCY
for people whose don’t have ? al Foge setp 75% odwin, Director
: 43 50% )
the system and are reading 2 prin. Sz '55-4845 ext.222 Zoom = 130%
the reports you created using [ _ 1 §§ 30-652 et seq.
the Save Report to File feature " N For themse
. Export... of agrowi
(see previous page). Let e To | hetance th o helth andl <afety of ,
= E oppartun e Nea and sa of Arizonans from unnecessary r
others know .When then see fransperbation services. 3/l natural anddrr}:anfmaje sources. v
your reports in Snapshot

Viewer that they can zoom.
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AZIPS - Check Data

The Check Data form can be run from the Main Menu.
It automatically runs when you pick Submit to OSPB.

Your data entries pass
the automated data check.

¥ou may submit your data
after you've reviewed the
MMaster List report. p

Your OSPB Analyst will also
be reviewing your data.
Corrections will require you
making the edits and
resubmitting the data file
and hardcopies.

Please double-check your
work.  Thank you.

When all required data
checks pass, a message will
confirm it.

Agencies must still review
the reports to be sure
everything is accurate and
complete.

If a data check passes, a checkmark will indicate that fact.

In this illustration all data checks have passed.

Check Data
All programs and subprograms have an entry in the "Statute’ field: [#
You have at least one strategic issue: I~
All goals have a description: =
All goals have at least one performance measure: ¥
All performance measures have a type and amounts: [
All goals have at least one Master List perfermance measure: ¥
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AZIPS — Check Data (continued)

Check Data

All programs and subprograms have an entry in the "Statute” field:

ERROR: Statutes Missing
You have at least one statute H

missing. Click on the button to enter the missing statute(s).

AZIPS can only check some of the basic requirements.

The first five checks must pass before you're allowed
to submit a data file to OSPB.

You

have at least one strategic issue:

ERROR:
You must have entered at least
one strategic issue in your plan. Click the button to add one.

Strategic Issues |

If a data check does not pass, an error or warning
message will appear below with a button. The button will
display the details of what needs to be addressed.

In this illustration none of the data checks have passed.

All goals have a description:

ERROR:
Every goal must have a
description. Click the button to list these goals.

Goals Missing Data

All geals have at least one performance measure:

ERR.OR:
Every goal must have at least
one performance measure. Click to list goals missing PMs.

Incomplete Goals

All performance measures have a type and amounts:

Missing Performance Measures Information

ERROR:

PMs Missing Data |

Every PM must have atype &
all amounts must ke entered. Click the button to list these PMs.

All goals have at least one Master List performance measure: P

WARHING:

Every goal should have at least one
measure with a checkmark for Master List. Every goal should be
measurable when published. Click the button to list these goals.

Goals Without Measures

Five-year Strategic Plans Reporting Instructions — AZIPS Users Guide July 2012

A warning won’t prevent you from submitting;
but goals without performance measures for
the Master List will be questioned by OSPB
before publishing.
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AZIPS — Submit to OSPB

Before submitting a data file, complete the Contact Information form. This should be the person transmitting AZIPS to OSPB.

OSPB will send an email upon receipt of the file.

There will also be an email with each revision transmitted.

All fields are required.

Contact OSPB if you do not receive
an email confirming your data file
submittal within one business day.

Contact Information

Agency: Arizona Health Care Cost Containment System

Please fill in your contact information so OSPB can reply
with a status on your submittal.

Hame: I

Email: |

Telephone: |

HEXT STEP
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AZIPS — Submit to OSPB (continued)

Submit To OSPB x|

Y

Please complete the survey before submitting wour data,

Please complete the Survey,
«— | The responses to these surveys are used to make
improvements to the system for future years.

eFile is the fastest and easiest way to
send your electronic data.

An electronic
submittal is required
with each revision.

Alternative methods qre still available.

/

/

Offize af Strateqic Planning and Budgeting
AZIPS Submittal

1700, \Wazhington, Suite 500

Phoenix, &2 85007

Phone: [B02) 542-5381

The statutory due date is
10MM12. ¥You have 122 days
remaining.

Requests for filing
extensions from O5PB
must be made by 81512,

For technical support:
Joy Su
(B02) 542-6573
jsu@az.gov

Submit to OSPB

Select one of the following me¢thods

for sending us a data Fle of your work:

eFile *

eMail

Other Media

(e.g., CD or Zip Dizk)
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Close |

This system include
data for fiscal year
2012 through 2014

Motes: ‘

Agencies must zubmit an orig-
inal and four copies;: ARS &
35-113. In addition. the data
file must be received on time.

Data hiles must be resubmitted
each time you send hardcopies
for revisions.

= gFile iz the prefemmed way to
zend ug your data. Please uzse
it after you've reviewed your
hardcopies.
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AZIPS - Planning Survey

14

Planning Survey

Print | Close |

Did you or members of your agency staff attend training that 05PB provided on AZIPS? |

D you require or request any help from OSPB staff prior to your submittal ?

If help was requested, how would you rate the responsiveness of the 0SPB Staff?
I help was requested, how would they rate the helpfulness of the 05PB Staff?
How would you rate the usefulnesss of the written instructions on AZIPS?

If you or members of your staff did not attend training, why not?

Lol Led Lef L] L

If you requested help, what was the nature of your request(s)?

Excellent

Good

SatisFactory

Meeds Improwvement
Poar

Mat applicable

Other Comments (Please comment for rating of Satisfactory or helow)

Wheo installed the AZIPS application on your computer 2

K agency staff installed AZIPS, how would they rate the ease of installing the system?
How wiould you rate the usefulness of AZIPS as a tool to convey information to OSPBE?
How wiould you rate the overall experience using AZIPS?

What do like best about AZIPS? { Please comment for Excellent ratings )

L] L]

What do you like least about AZIPS? (Please comment for ratings of Satisfactory or below):

Five-year Strategic Plans Reporting Instructions — AZIPS Users Guide July 2012

The Planning Survey responses help
our office continuously improve our

instruction, support and AZIPS
software.
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AZIPS —

Utilities

The AZIPS utilities offer the following features:

v Find where the system data and your copy of the program files are located.
v" Make copies of your data file as an intraday precaution (very quick and easy).
v Get instruction on how to add additional users to your system.
v" You may be instructed to open the Administrative Use features during a support call from
OSPB System Support.
-
Utilities
Add a Hew User Creating a data file copy is a great way
to peniodically zave pour work, during the
: day until a backup iz done at night by
Create a Data File Copy your IT department.
Sy=stem Update via CD “ou're responzible to backup pour worl,
Administrative Use
[OSFE anly]
Print a Hardeopy System Install Locations
of These Paths

Program Path: | C:\_Apps'\AZIPS10"Prgm Azips10.mdb

Data Path: C:\_Apps'\AZIPS10%Data" 10AZData.mdb
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General Overview - Training

Frequently Asked Questions

Who do | call to get help?

If assistance with any aspect of the submission is needed, please contact the agency’s assigned OSPB analyst. To
determine which OSPB analyst is assigned to an agency, either call OSPB’s central office at (602) 542-5381 or look
at the OSPB agency assignment list. Agencies should have the instructions available so information may be
referenced easily. Assigned analysts help with how to use AZIPS and provide assistance in selecting meaningful
measures for the Master List of State Government Programs.

What is AZIPS?

The Arizona Integrated Planning System (AZIPS) is the information collection tool for the Master List of State
Government Programs publication and agencies’ five-year strategic plans. All agencies are required to use this
automated system for their submission.

How do | get the AZIPS software?

The AZIPS software and installation instructions are available on OSPB’s Website http://www.azospb.gov. Agencies
needing assistance should contact their OSPB analyst.
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http://www.azospb.gov/

Frequently Asked Questions (continued)

What do | submit on the due date?

Five hard copies of the Master List report from AZIPS and one electronic data file via eFile or eMail submission.

OSPB will distribute the five copies.

Where do | submit?

Agencies should send all copies to: Governor’s Office of Strategic Planning and Budgeting

1700 W. Washington

6 Floor, Executive Tower

Phoenix, AZ 85007

(note: OSPB recently moved from the 5 floor to the 6" floor)

What happens if | need to submit a revision?

Agencies should notify their assigned analyst as soon as it
becomes apparent that a revision must be made. Revisions should
be submitted on colored paper. Write “Revision” and the date
on the bottom left-hand corner with the same number of copies
as the original submission (five hard copies).

A data file submission must accompany every revision using
the eFile or eMail method.

What other reference material is available to help in planning?
Publications are available from OSPB’s website.
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Important Note
Any revision to BUDDIES for unaligned
agencies will likely require a revision to
AZIPS to ensure the financial information in
both systems is the same.
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